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[ Holl of Records L e “be Submlﬂed to the’ Récoids Mandgt «¢; t*Division
.na * s
" Commission . Holl of Records Commission m’GE
. o '
1. Requesting Agency 2. Division or Bureau of Requesting Agency
3. Authorization Requested (Check oniy one of the squares below) : N
Dispose of present accumulation. No ) Establish retention 'schedule for re- | Microfilm and  destroy originals.
* additional accumulation is antici- cords for which there:is a continuing - Originals if not microfilmed would be
pated. Records have ceased to have volue occumulation. The records will cease to retained for the period of time indicated.
to warrant retention have value to warrant their retention after
the period of time indicated. - : ) : : :
4 5. Description of Records 6. Recommendation
ltem Descrlbe records accurately. Include title, form number, size of documents, of Hall ofRecords
N work or activity to which the records relate inclusive dotes and quantity and Board of Public
° (cubic or linear feet). Show recommended retention period. Works.
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1,| CORRESPOHDERCE A
meﬂdxy: ].cdnh:foot
Datess 1952 = = - - "
. File Arrangement: Almumetumllu'mndect o
: Annual Accumulation: 2% cubiec foot . o _ Ly
. N . . L " >
Correspondence with individuals, attomeys, various State and o
.county agencies, etc., concerned with the functions of the office. R -~
Correspondence relating to decedents is filed in the appropriate oA
estate files, which are retained psrmanently. The recommendation Q.
below applies only to correspondence not filed in the estate =

folders.
- RECWATIOKI RETAIH FOR THREE YEARS AND THEN DESTROY.
RECEIPrS :

Quantity: L cubic feet .
Dates: 1937 = = ‘
Chronological

File Arrangements
Annual Accwmilations % cubic foot
. Disposable Amounts 3 cubic feet .
. Audited bys State : :
A pre-numbered printed form, bound in books, is used to recaipt : b
for any money received by the Reglster of Wills. The form is :
preparad in triplicate and the copies are distributed as follows:
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12/2/55

Date

Reglster of Wills

7. Agency, Division or Bureau Representative
. 14z,
Sign Title
edule Authorized as Indncoted in Col. 6 by Hall of Disposa! Authorized os Indicoted in Col. 6 by Board of
ords Commission. . Public Works.
rVNA{Tx-n S: (Eglugldy DEC 13'.?i4égzzb\iiiz:¢~"L’ﬂlu~§—’
’ Archivist . Y, Date‘:’f.:/& ) Secretary
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EUEST FOR RECORDS RETENTION-_.FicoULE NO. Q-39
(Continuation Sheet) : T AGE
’ NO.

" A-1-89Y

4
Hall of Records

6. Recommendation
of Hall of Records
and Board of Public

" Commission
4 5. Description of Records .
N Describe records accurately. Include title, form number, size of documents,
Q work or activity to which the records relote inclusive dotes and quantity
' °. (cubic or linear feet). Show recommended retention period. - Works.
Original Payor . o e =
2. First carbon - filed in estate file or eet aaide 4f no 2
related estate file exists. L 28
3. Seccnd Carbon - remains in receipt book.-* . o =
: : =
Each receipted transaction is recorded in the Cash Book, which is . ;" S
the permanent financial record of the Register's office, The - o O
recommendation below applies to all carbons not filed in estate ‘ o &2
folders. . _ . : o 8
, o o
RECOMHENDATI@: RETAIN FOR THREE YEARS fi::} UNTIL AUDITED, WHICHEVEH < &
ISMTEB, ANDTHEHDESTPU!. T ‘ LC'S
—
<
=

3.

ADHINISTRATIVE ACCOUNTII‘R} RECORDS

h cubic feet

Qua.ntd.w:
Datess™ 1937 - = .- .

File Arrangement: C hronologiml
Annual Accumulations 3% cubic fest

_ Disposable Amount: 3 cubicfeet :
' Audited by: Stabe S
This item includes- the follom.ng aocountmg records, used as sup-
porting -data to the final book of entry. The transactions which
they concern are individually recorded in the Cash Book, which is
the parmanent finaneiel record of the office. .

Banking records, .tncluding cance].ed checks, bank statements,
check books and stubs, deposit slips and bank books of

the Reglster of. ﬁills
c:;;rles of mmth]y and annual reports to the State Comptroller

‘services ccnneoted with the operat.ion of the office

‘Correspondence uith the State Comptro].ler and other State
agencies regarding fiscal matters. - A

Emplayees' Retirement System

state Tmasurer's E’arranta
WATI@: B.ETAIN m THREE YEARS OR UNTIL AUDITED, WICHE?ER
. . IS LaTER, ARD THEN D&ESTROY. . ) )
: SN _r BO .1 |
DEC 13 1955

Paid hrvoices and -bills, and receipts for ofﬁ.ce supplies and

Copies of payrolls and supporting documents sent to the State




